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NON-MANAGEMENT JOB DESCRIPTION 

POINT RATING EVALUATION PLAN 

Working Title 

I Senior Purchasing Officer 

Position Number 

Present Class 

Reports to Position No., 
Class & Level 

Name 

Division, Branch/Unit 

Requested Class 

Dept ID Program Code Project Code (if applicable) 

Ministry 

Service Alberta 

PURPOSE: Give a brief summary of the job, covering the main responsibilities, the framework within which the job has to operate and 
the main contribution to the organization (see Non-Management Job Description Writing Guide Pages 7-8). 

The Senior Purchasing Officer acquires the goods valued over $10,000 and associated services on behalf of Government of 
Alberta departments, in accordance with the Department's Mandate as defined in the Government of Alberta Direct 
Purchase Regulation and Direct Purchase Administrative Practices. Ensures that the procurement process is managed 
professionally, fairly and equitably while maximizing the benefits to the Government of Alberta and conforming to 
applicable trade agreements. Establishes supply agreements and provides direction, assistance and consultative expe11ise to 
departments. Participates in the Corporate Purchasing Section Mentoring Program as a mentor to develop the skills in new 
Purchasing Officers. 

RESPONSIBILITIES AND ACTIVITIES: The purpose of the job can be broken down in different responsibilities and end results. 
Each end result shows what the job is accountable for, within what framework and what the added value is. Normally a job has 4-8 core 
end results. For each end result, approximately 3-6 activities should be described (see Writing Guide Pages 9-10). 

l. Acquire goods and associated services in accordance with the Government Organization Act (Schedule 11), Business
Plan, regulations, policies and procedures, and applicable trade agreements and, ensure the procurement process is
conducted fairly, equitably, and transparently; departments' requirements are clearly defined; and departments receive
the right goods and associated services at competitive prices in a timely fashion.
Activities:

• Develops complex documents such as Request for Proposals (
R

FPs) and lease agreements. 
• Develops detailed requirements, solicitation documents and evaluation plans in conjunction with departments.
• Recaps and performs detailed evaluation (including specification verification and manufacturer's authorization)

of vendor responses in conjunction with departments (if required) to ensure compliance.
• Makes recommendations for contract awards, creates resulting contracts, and obtains contract approval at the

appropriate level.
• Responds to inquiries regarding the procurement process from clients/vendors.
• Develops and issues purchase orders and negotiates contracts with vendors.
• Works with departments and vendors to ensure goods and associated services are provided in accordance with the

contract terms and conditions.
• Maintains records and file documentation for audit purposes.
• Provides consultative services requiring higher levels of knowledge and skills to departments

Classification: Protected A 
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